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ABSTRACT 

Discussions of library resources, services and 
related activities as well as, library materials selection and 
acquisition are provided for faculty to facilitate and enhance the: 
use of the library. Included in the library resources section are 
books, periodicals, microforms, and special collections and archives. 
Instruction in library use, computerized literature searched, 
interlibrary loans, and audiovisual services &are among the library 
services described. The related activities described focus on library 
publications. Ten appendices include reserve book request forms, 
senior projects ' standards % and procedures, and floor plans. (RBF) 
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A WORD OF WELCOME . 
On "behalf of the Library staff, I ^ish to welcome 



you to" the' Robert E. Kennedy Library. The Library 

includes a collection of some t:wo million item£ that 

are available for* your .teaching and research needs. 

Additionally,* there are a dumber > of services ' that 

\ - • . 

have been, designed to facilitate 'and enhance your 

use of the Library. 

This preliminary edition of the Faculty Handbook 
describes many of these services plus the resources 
*ttfiat are -availablfe . Should you have £ny questions* 
or concerns regarding .the Library, please call the 
appropriate office or Department. It is a .pleasure 
to work with you. • * ' 



s Davijl 6. Walch 
Director, University Library 



* , - INTRODUCTION 

The Robert E. Kennedy Library canfh^st be described afs a "working 1 ' collection 
and an information procuring service supporting a v btoad spectrum of academic 
offerings from therfreshman td the master's levels. Historically, the 
Library's collections have been oriented toward undergraduate level *needs 
and first priority has been a .giyen to obtaining current books and periodical^ 
in the English language,.. The Library cannot .aspire to provide a traditionally 
comprehensive research collection and does not acquire retrospective materials 
unles's they'meet a demonstrated curricujar* or research need. 

Long-standing- perce*ptaons of .library collections -and their use have changed 
drastically during the last" decade ^nd academid 'libraries no longer holcNen^ 
to the premise that they must^stockpile a large proportion of the published 
literature in order to be effective. The t^otal information resources of the 
library now include all tne collections to which it 'has access in libraries 
within the state, across ^tates, and nationally. The Library has become 
a communicat ions center capable of linking users to large bibliographic 
data ba?es and 'distant collections ^ « «. - \ 

. ' * ■ • I 

The Cal Poly Library, has most of the bibliographic retrieval tools -needed * 

to identify and locate the literature in tne subject fields covered by 

the University^ turriculunrrand -research" interest*. The LibWry's collection 

of abstracting and indexing periodicals is excellent in science, technology, v 

"the* humanities and the social sciences*. The Library also has ^access to 

approximately- 150 data bases with, cTose to 50 million records through . 

DIALOG' (Lockheed) and MEDLINE jCNational Library of Medicine") automated " 

retrieval services. Records of the cataloged collections of many of the* large 

libraries, in the country are retrievable through QCLC, the largest cataloging 

data base with over 7 million records/ 

The ^Library, therefore, has bib liographic^access to most o'f the material 
that h&s v been published and , 'even though it may not be able to supply a 
particular -otitle jirom - its . own collections, it can usually obtain it frqm 
another-^library withiffa reasonable period -of time,: With modern methods 
of information r'etrigval, the Library^ is now in a position tfo lend more 
than adequate , support to all tfTe curricular an$ research programs of the 
Univ§frsity. J / 7\. ' 

Because of the decline in* j^urchasing power of library allocations and 
'improvements in methods of reproduction of material and transmittal of 
information, ^academic libraries are turning more and -more, to cooperative 
pjrogr^ms to improye their resources and services.* The Intrasystem Lending 

nd , Borrowing Service, (ILBS) W inaugurated by the Chancellor's Office in 1977, . 
all k ows° for* reciprocal' borrowing privileges^ fpr all faculty and students- > 
within the CSUC campus libraries and 9 relaxes the. restrictions on interlibrary * ^* 
loans* for undergraduate students. Faculty members may borrow materials in 
person not only "from* the CSUC libraries tfu't also from most of the lib'r^ri^e 
of the University, of California. Interlibrary loan'^pperations have also**, 
been speeded up through the* # use*of the OCLC In'terlitfrary Loan^ Su^sy$tem 
an<| telefacsimile equipment. * * ^ 
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The Library makes use of * modern technology to improve its services and work 
processes, including OCLC for automated cataloging and interlibrary loans 
and DIALOG and MEl)LINE> for literature searC^gs* An automated^jPfcrculation 
system has been installed and should be in operation within a few months/ - " 
Plans for automating the Library's materials acquisitions system are 
presently being considered »and the Library plans to replace its present 
card catalog with an on-line catalog within the next few years. An on-line 
catalog would allow faculty members to search the Library's catalog from 
terminals in their offices > 



The Library's collections and services are hdused in a spacious and pleasant 
new building that provides a V§riety of comfortable and attractive environ- 
ments 'for study, research ,^and browsing. The aground .floor has a central 
courtyarS and each of the four upper floors has an outdoor terrace over- 
looking the courtyard. The building lias elpven group study rooms, six 
ptio'toduplication raoms , three typing rooms, and a 'Faculty Reading Room. 
It provides space for 2,500 reader stations and 625,000 volumes. 
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DEVELOPMENT OF LIBRARY COLLECTIONS 

* * 

Selection of Library Materials ' 

The Library provides the books , ' periodicals , and non-print materials needed 
to'support the curricular offerings of the liniversity* and the research 
and. independent s*"udy programs of faculty members and students. In addi- 
tion, the Library attempts »to provide a balanced representative collection 
* of titerary works to fulfill the genetal cultural needs of faculty and 
students^ 

* * *. « 
Selection Responsibility ; , 

. # ' 

Selection of suitable library materials is the joint responsibility of the 
' teaching faculty and the professional librarians working as a coordinated 
team. Each academic department of the University has one or more Depart- 
mental Library Representatives or Contacts appointed to act as liaison 
persons, between the, Department ^au^ the Library in "the book- selection 
process. These departmental contacts work with librarian counterparts* - 
responsible for book selection, in assigned subject arenas. A list of 
departmental and. library contacts is^included in this -handbook as an inse°rt 
Interested and active faculty' particioation in the book selection process 
is of critical importance to the Library ! s .collection development program. 
Suqh participation matte's available the expert knowledge* of the subject* 
specialist, which the librarian cannot hope to/ approximate with respect 
to the entire. range and variety of material he/she. must cover. Faculty 
members are encouraged to survey the Library resources* in their subjec/t 
f iekis to insure that .tfie materials available are adequate for the courses 
that Lhey are teaching and their research needs ; The librarians assigned 
book "selection responsibilities jzan work together with the faculty in the 
evaluation of the col-lections. ' 

Collection Development' Policy • * 

Guidance in the book selection .process may^be obtained by consulting the 
Collection Development Policy of Hhe Library.. Tb.is policy statement is 
intended trs a«book selection gui/ie for library acquisitions and includes 
up-to-date prof iles,' in the subject* t 'cas covered by the curricular programs 
oi tt>e University. These profiles attempt to quantify th collecting level 
necessary to^support thes3 areas"! The Collection Development Policy^ which 
is frequently revised and updated, is available from the Acquisitions/ 
Collection Development Department (Room 105). for faculty perusal. 

* , Acquisition of Library Materials ^ 

The Acquisitions/Collection Development Department is responsible for the ; 
budgeting and purchasing of the books, serials, and periodicals lor the 
'general library collection. 



Ordering Information 

: — 




Faculty members may initiate fcctok, serial, or "periodical orders 'by submitti 
completed request forms through thei,r* Departmental Library Representatives, 
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the Library Contacts "Signed to cover sub ject« specialities , or directly 
to the Acquisitions/Collection Development Department. If at all possible, 
request forms should be typed. When t*he requestor's source of information 
is an advertisement (publisher's flyer) or catalog, it should accompany 
the request form since the additional information provided is often used 
during the order process. The address of a little-known publisher or 
dealer should be inc luded, whenever .possible . 

Book and Serial/Periodical request forms are available from the Order 
$ectio/rof the Acquisitions/Collection Development * Department and can be 
sent via the campus mail. Appendices A and t B include samples of book 
and periodical/sesial reguest' forms. * # " 

* • 

Approval Plans , * . 

Most current books in the Englihs language published in this country are 
regularly received 'from a single jobber (itaker and Taylor), including books 
published by an extensive group of U.S. publishers. The books received 
under this plan^ conform to a wrif ten profile which is geared to meet the 
curricular needs of the University and provides coverage in the following* 
subject areas: agriculture, American literature (critical works and bio- 
graphies), architecture and planning, art (applied), biological sciences, 
business, chemistry, child development, communication, computer science, 
crafts, economics j ^ucation , engineering, English literature (critical 
works and ^biographies ) , geography, history (U.S., Canada*, Mexico, Western". 
Europe, U-.S.S.R., China), home economics, journalism, library science, 
mathen.ati'cs , music, physical education, oh>sics, political science, psychology, 
Sociology, statistics, and transportation and commerce. 'All current 
pjabl i cations are received uncier this plan with the exception of those 

falling into the following categories: 1 

- «t , 

• *. % - * 

1. Fooks costing over $50^ 

2. Books in numbered sets — monographic series or serials 
3.. Textbooks, laboratory manuals, reprints , lroseleaf and 

multi-media formats, directories, programmed materials* 
pamphlets under 48 pages. 
4. Fiction x , V 

5., Government documents * * 

y 6. Books published by small associations or other publishers 
♦not regularly found in the-book trade 
7. Books by publishers from which the Library receives standing 
or blanket orders, such as the National Education Association, 
American Library Association, Conference Board, etc. - ) 

The Library subscribes,^ another approval plan by which it automatically * 
•receives all t current English ti*tles published by Spr inger-Verla*g in the 
subject areas of biology v environmental studies, history of science and 
technology, psychology, engineering, mathematics, physics*, chemistry, 
ecology, geography and oceanography, JSxcluded from this pTan are the following 
categories: % 

t ' 

1. Books costing over $50 * 

* . 2. Any volume in a numbered^ -series or set af.ter Volume 1 
ojf Number 1 ► * * 
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3. Paperback editions . t . 

?ooks received on the approval plans are displayed in the Acquisitions/ 
Collection Development ^Department for review by faculty members and 
librarians who determine whether, a book should be accepted or rejected. 
Faculty members are .incited 'to visit the- Acquis itions/Qollection Develop- 
ment Department (Room 105) to assist in t?he review of -boolcs in their 
fields. , : I , 

Requesting Books for Reserve . — * ( ' 

Requests for books and added copies intended for use in?*the» Reserve ♦ 

Book Room should be sent direct>ly to the Supervisor of the Reserve Book 

Section (Room 114). The request form should also include the cours t e 

number* and the quarter for" which the book is needed. These books should 

be requested well in advance of their intended reserve use (at least 

six weeks) to allow sufficient time for the book to be acquired and processed. 

Purchase of Textbooks 

- - * * 

The University L'ibrary does not ordinarily order textbook titles that are 
assigned by faculty members for their courses. A single copy 'of a Course- , 
assigned textbook may b« ordered whan the title* is to be assigned as 
collateral reading in another course, or when the title is unique to Its 
field. - . ■ * * * ' 

Out-of-Print Orders ~ . „ , * 

Titles selected from secondhand dealer's catalogs or out-of-print catalogs 
should be Requested as ,soon as possible. There is a very poor rate of 
.return for titles ordered from catalogs .which have been available for one 
month pr -longer. Out-of-print orders are processed on a priority basis. 
In order to expedite the ordering process, the catalog listing the out-of- 
print tijtles should be Submitted with the Request . 

m 

Rush Orders 

£ * 

Wheif. materials are needed in a hurry, ^the requests* should.be marked '^USH 1 
Requesting Periodicals and Serials . . i - j 



The Periodical/Serial. Subscription Request form should be used when 
requesting periodical and. serial subscriptions. Periodicals and serials 
require a continuing^ commitment of Library funds and for this| reason each 
request is thoroughly reviewed by the Acquisitions/Collect ion^Developnrent 
Department staff and the appropriate 'Library Contact. Bjeriodical and 
^serial requests should be accompanied by a sample* issijjBp' If a sample 
issue is not available, the requestor should submit advertisements, 
flyers, brochures, reviews, or other information available on the titl^>. 
■* *. * 

Requesting Government Documents and Maps k ' 

* * • 

The Government Documents and Maps Department should be contacted. for 
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ordering government -pub lie a t ipns , including federal, state, county, anci 
city government documents.* Requests fo^ government technical reports, 
incliiding NTIS publications + maps ,*, atlases , and publications from the 
state agricultural experiment stations and extension- services 
should also be submitted to the Government Documents and Maps Department 
• (Room 312*). ' 

Requesting Material for Learning Resource's / , 

The Learning Resources' and (Jurriculum Department responds to requests 
from f-aculty members for the purchase of audiovisual materials. The 
Library does no v t attempt to duplicate the collection of audiovisual materials 
maintained by the University 1 s Audiovisual Department or purchase materials 
that are limited to one-tiwe* classroom use. The Department * obtains 
materials that may b£_usecf*by. faculty, members and students in a variety 
of learning situations. The Department maintains a collection .of audio- 
visual catalogs which may be borrowed by t i acuity members to help in the 
selection of materials. All requests for audiovisual materials, programmed 
texts, individualized study materials , art' prints , pictures, children's 
books., elementary and secondary textbooks , aijd othe]r teaching devices 
'should be sent-directly to* the Learning Resources and Curriculum Department 
(Room 216)/. . 



> \ LIBRARY RESOURCES ^ > 

On July 1, 1981, the Library collections numbered ovef two.million items,: 
d-istributed 'as follow^: . . * . 



Volumes in Book Collection : 601,976 

(including bound volumes of*, per iodicals ) 

Government Documents 419, -71^ 

Microform Units <-r «*■ 1,016,807 

Audiovisual and Other Materials' l^T^ 72,384 

/TOTAL * J '2,110,884 



Books 



The books in the main collection are arranged in open stacks fotlowing 
the Library of Congress Classification system. Exceptions are the books , 
in the Reserve Book Room and the Special Collections and Archives Depart- 
ment which are kept in closed stack areas. The books and backfiles of 
periodicals are shelved in the general stacks by Library of Cong^s^ / 
classes as follows : » K 

A - F 2nd Floor . ~ 

G - PM 3rd Floor 

• 1 <~ * PN - R , 4th Floor . ' c 

/ S - Z . 5th Floor . • * ~ 

Book collections are als© located in the Learning Resources and Curriculum 
Department (textbooks, children ! s books, curriculum guides, ( ete.) and 
the Reference Department .(encyclopedias /dictionaries , handbooks, manuals, 
director ies ,\ indexes , abstracts, yearbooks, etc.). 

Books^ar^listed ih the main card catalog located on the first fl'0O£ 
lobby. - The card catalog divided into three sections-: (1) author, 
(2) title, and /3) subject. The Library uses the sub j eot headings * - 
incl'ffded in t\\i Library of Congress Subject Headings yisi . Tfris ^list *( s on 
microfiche) is; 'available for consultation near the information Desk, at the 
References DesR, and other service points in the Library, v * * ' ■ • 

Re^erence\collection 8 \ \* # * 

. i. ... - * r I j 

j- \ . . . * . * 

The refererite oollection contains extensive holdings of encyclopedias',^ 
dictionaries, biographical yrorks , guides, yearbooks, 'manuals, bibliographies 
indexes an<J abstracts and other works designed for quick # re£erra 1 and biblio 
graphic identification, Also' included in the reference col«lectit>n are * 
telephone directories f<?r m&jor cities and state capitals within the U.S., 
industrial jsi:andards and specifications from the major .professional' and . 
trade associations, manufacturers 1 ' catalbgs^ from over 16,000 companies, 
college and^uniy^ersity catalogs from all 50*states, coirpor&te annual 
reports, co^uter manuals, etc. Adjacent to the Reference Rooimis'the \ . 
Bibliographic Ropm whixh includes printed catalogs of several ^outstanding 
collections, including the' catalogs of the British Museum, Bibliofheque' 
Nationale, Library of Congas s , National Agriculture library, University^ 
6f California at Berkeley , x and others. f - * 

. ■ ' .'- •' r ' ' ' • 
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The Library subscribes to over 3,200 periodical titles. The current* , 

issues of periodicals (latest y£ar for bound periodicals, last three : =~ 

yearp for perioclicals on microfilm) and newspapers are located' in the 

\Current Periodicals Room on the second floor. Backfiles of periodicals 
are shelved 'in the main sticks with the books s , yith the exception of 
periodicals on microfilm, which are lpcate'd in the Microform Room on the 

/first; floor . • • - 

Cut-rent periodicals, which are shelved in a-closed^stack area, must be 
paged by an attendant and are restricted to use* in the Library building 
and overnight Vse % However, faculty members have access to this t area 
for browsing purposes., and may check out current periodicals for a 24-hour 
loan period., . > 

The Public Serials List , which lists all the periodical and serial 
holdings in the Library is available on microfiche in the Current Periodicals 
area, near the Information Desk on the first flpor lobby and other service 
points in the Library. This list is arranged alphabetically by main entry 
(title, author, or sponsoring organization). The call number and starting 
date and volume (or number) of holdings are given for each entry. The 
letter "F" indicates the holdings t;hat are available on microfilm. 

The indexing and abstracting journals in the Ref erence#Room constitute the 
main sources for locating periodical articles. The L$rary has complete 
files of such important -tools as Biological Abstracts , Chemical Abstracts , 
Engineering Index , Science Citation .Index, Sociological Abstracts , Psycholo - 
gical^ Abs tracts , Bibliography of Agriculture , the Wilson indexes , % the 
'abstraction services published by the Commonwealth Agricultural Bureaux, 
and many otfers . A complete list of indexing and abstracting services in 
the 'Library is available for' consultation at the Reference Desk on the 
first floor (Rdom ill). Recent periodical article's .may be found in the 
Current Contents series which include th£ following sections: Agricultural , 



Biological 3nd Environmental Scienoefl| Engineering, Technology and Applied 
Sciences; Life Sciences Physical andr Chemical Sciences ;* and Social and 
Behavioral Sciences . * 

A* representative collection of . current newspapers is available in the 
Current Periodicals Room. Back issues of important newspapbr^ axe 
retained on microf 'ilia, including the New York Times , The Times (London) ' 
San Francisco Chronicle ? Los,- Angeles Times , and others. u ^ 

The .Library also receives close to, 3,000 other 'series . These are H^ted 
J in the card catalog*and>*the Public Serials List and- are shelved with tfce 
books in the general itacksi m , 



Government Documents and jMaps 



The 'Library is a selective 
documents', t Also included 
publications o<f the agricu 
for all the states and telrr 



depository for-United Stages and .California State 
in the government documents collections are the 
ltuiral experiment stations and extension services 
itories, California city and county documents, • 
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NTIS (National Technical Information Service) publications, Diablo Canyon 
Nuclear Power Plant documents, the microcard edition of United Nations * k . 
Official Records, and atlases and maps. , > 

Most governmental publications are not li£t£d in the main card catalog 
and *are retrievable through printed indexes, such as the. Monthly Catalog 
of United States Government Publicat ions ^and , others , als-g . th£ card 
catalog available in the Government? Documents and Maps Department (Room 312) 

.Microforms h 



The Library owns over one million midroform units or "pieces. * The microform 
collections include backfiles of selected periodicals and newspapers on 
microfilm, and special subject* collections on microfiche, such as the ERIC 
Microfiche Library, Envirofiche, Human Relations Area Files (HRAF ) , Library 
of American Civjll-ization, Newsb^nk Urban Affairs Library, Phys ical Education 
Theses, Visual Search Microfilm (VSMF) for engineers and architects, and 
others: These/collections are located in .the Microform Room (Room 111C) 
on the. first floor and are retrievable through special indexes available 
in the Reference Department. 

Some microform items are listed ifb the main card^catalog and are easily 
identified by the word microfilm, microfiche, or microcard. The Public 
Serials List , which lists all the periodicals ^and serials in the Library, 
indicates which volumes of an^ftitle^fere on microform. 

Federal depository and non-depository publications and U.N, Official Records 
are available oh microcard in the Government Documents and Maps Department. 
Curriculum materials and tests on microfiche are located in^ the Learning 
Resources and Curriculum Department and a -coipplete back£ile of the Mustang 
Daily on microfilm is available in the Special Collections and Archives 
Department (Room 409). ^ " 

Microform readers are available in all .public service areas and coin- 
opfcrated reader-printers are located in the Microform Room. m * 

*v 

Textbooks , Curriculum Guides and Audiovisual Materials 
* 

A collection of current elementary and secondary textbooks and curriculum 
guides is located in the Learning Resources and Curriculum Department on 
the second ^loor of the Library, The textbook collection includes titles f 
approved or, considered? for use in California public schools and the curric- 
ulum guides include^x^ourses of s t Ady , units of work, and other publications 
which have beten prod.uced primarily hy school districts, and the State Board" 
ofeEduqation for use by elementary and secondary school teachers. The 
Learning Resources and Curriculum Department also houses other collections, 
including children's books, programmed texts , laboratory manuals, standardiz 
tests, and audiovisual materials (vi'deocassettes , audio cassettes, color 
s*lide^ sound filmstrips, film loops, multimedia kits, study prints, fine 
art p^Sfftts, etc.). * < 

Titles in, these collections are listed in a separate card catalog in the 
DepajrtmejQjL- Previewing equipment f?or the use of the audiovisual collect ioh , 
is available in the Multi-Media Room (Room 216). 



' Special Collections and Archives % f 

The Special Collections and University"Ar chives Department is loeated- 

on the fourth 'floor of the Library.. The Department serves' as a repository' 
£or -printed books which, because of their value and rarity, must receive 
special care and preservation. It also contains manuscript material . > 
and tfie University Archives. The Department Rouses several important 
collections dealing with subjects such as architecture, fine print^hg *and v 
graphic aVts, thoroughbred horses; San Luis Obispo -regional history, and 
English and American poetry. The personal and professional papers of 

' Julia 'Morgan, one of California's mos«t prominent architects and designer 
of Hearst Castle, provide an example of the research resources. available 

'to Cal Poly faculty and Students. * • 

All cataloged. books housed, in the Department are listed in the main card 
catalog V^the, first floor lobby ^nd tfte Special Collections card catalog. 
Access to 'manuscript 'materials is provided through registers and indexes 
found in the Department. . , , • 

The* University Archives is the "memtfry" of Cal Poly and contains records^ 
and other materials which document the* history, development, and activities 
of*tf\e University from its beginnings in 1903 to the .present. The archiyal 
materials which are housed in a special vault, include yearbooks, college 
catalogs, > complete file of Mustanfe Daily , campus publications, master's 
theses, administrative records, publications by Cal P<?ly faculty and staff, 
and a photographic collection of over 15,000 images depicting campus activities 
'Access to the materials in the" University Archives is provided through special 
indexes prepared by, the staff of the Department. 

Senior Projects * j j . \ % < ' 



The senior project is a formal report of the results of a study or experiment 
selecte^aTid comple thunder faculty supervision by each student prior to 
the receipt of the bachelor's degree. The University Library is the official 
- repository for all senior projects and by the end.of June, 1981, the collection 
included 37 ,105 individual projects. 

Senior projects datejd 1968, to* the present are located in closed stacks in 
the Reserve Book Room. Pre-1968 senior projects are housed in a storage _ 
area outside the Library. "The senior projects received in the Library since 
the Fall of 1980 are only available on microfiche format. 

ThVsenior projects received priorTo 1977 are listed in the Senior Project 
Card- Catalog in the Reserve Book Room under author, department and subject. 
•• Projects received since 1977 are indexed in a" COM (Computer-Output-Microf i.che) 
CataTbg under author, department and a KWOC (Keywor,ds-Out-of-Context) subject- 



index . 



All new /Cnd incoming senior projects are reproduced on microfiche and 
. students are assessed a microfiche fee to pay for the costs of reproduction. 
\$k procedures for submitting senior projects- to the Library. haVe been 

'incorporated in Appendix H. " , 



-lo- -15, 



Browsing Collection 



A 



The Library subscribes to the McNaughton Boole Service, which supplies on s 
a lease ba'si9 recent- books- of- topical a nd r ecrea t ional interest, inc luding- 
many^bes-t sellers. This collection includes both fiction and non-fiction 
titles and is updated monthly through the exchang^ of 75 newly published 
titles. The McNaughton Browsing Collection is located on the third floor 
of the Library across from the public elevators. 



Adjacent to the ^rowsing collection on the third floor is the collection 
of new books added to the Library. ^ 



V 
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' " * ' . LIBRARY SERVICES \ * 

The services provided by , the Library are designed to support the University' 
te'aching "and research programs. To accomplish this objective, the Library 
offers a variety of inf'orraatibn and loan services and instructional programs 

Circulation Services 

The identification card issued to all staff members of the University 
entitles faculty members to check out library materials and oth£r services. 

The normal loan period for books is two weeks. Faculty members, however, 
may be granted quarter loans when books are needed for instructional 
purposes or for 'research . Quarter loans are subject Vo immediate recall 
if needed for reserve and will be recalled af t,er the uni^tial tw # o weeks if 
requested by ather '^brrowers , All quarter loans should be 'returned or 
, renewed at the end of each quarter and their return is required at the end t 
of the Spring Quarter for annual inventory purposes. There* has been 
increasing student concern regarding the number of books charged to faculty 
members few: extended periods of time so faculty members are urged to return 
books not in active use in order to make them available to others. £11 
library materials should be returnee! when planning to be <away from campus 
fcFr extended periods, such as- sabbatical leaves or long vacations. 

If a book cannot be located on the shelves, it should be searched in the 
computer printouts located on a table near the Circulation D^sk — (1) the 
Library Circulation File , which lists all the books that are on loan,, and 
(2) the Books in Storage" list. ♦ The$e lists are arranged in call number 
order. If not listed in these, the faculty member should inquire at the ) 
Circulation Desk. A "hold" card^should be completed and left at this J » 
desk *f or the book to be retailed or searched. The Circulation Sectipiwtfill 
notify the faculty member when "the book is returned or is found. 

r * 

Faculty memfcrs deeding current periodicals for class use or research 
may "check up to five* periodical issues for a 24-hour period at tfie Current 
Periodicals Desk (Ropm 209) "on the second floor. Backfiles, or bound 
volumes of periodicals, from the general stacks may also be checked out ^ 
for a 24-tfcmr period at the Circulation Desk on the first floor. Materials 
from departmental ^collections, such as Government Documents and Maps, 
Learning Resources and Curriculum, and Reference are checked oat at each 
Department's own Circulation Desk. Most of these materials are restricted 
to in-house use or have limited loan periods. The 'materials in Special 
Collections and Univer si ty>Ar chives are £or library use only. • 

Faculty members are held respotftible for lost materials and are charged for 
their replacement costs*. * Immediate family members (spouses or children) 
residing in* the same domicile as the faculty member, may obtain a user's 
card £rom the Library Office (Room 204). This card .will grant the holder 
limited loan privileges . 

o 

AH questions concerning the circulation of books from the general stack 
collection, such as overdues , renewals, holds, missing books, etc., should 
be directed to the Circulation Desk on the first floor lobby. 



Reserve Service " \ * 

— — ^- r ^ , * f 

The Library's Reserve Book Room, located op the first floor/ houses 

books and other materials set aside for class-assigned readings at the 
request of faculty members. This service is. designed primarily to make 
a small collection of course-related materials availab^t^ to large numbers 
of students through short-term circulations ; i.s., two hour, overnight, and 
two-day loans /" - „ 

Lists of materials to be placed on reserve should be submitted on the Reserve 
Book Request form (see Appendix C) . This form is sent to all departments A 
for distribution to the faculty weAl in advance of the beginning of each 
quarter. Copies are also available in the Reserve Book Room., Complete 
information including the call numbers' of bookg^should be given. A separate 
form should be used for each course. The form contains space for the 
instructor to indicate whether the material are to be retained on reserve 
( after the current quarter .ends, or should be removed from reserve. A 
"no response" file, including lists^of materials not designated for 
retention or removal by the faculty, is kept for two quarters, at the 
end of which all materials are cleared from the reserve shelves. The 
Reserve Btaok Request forms should be returned to the Reserve Book Room 
at least two weeks before the beginning of the quarter for materials availabli 
in the collections. If a book intended for reserve is not in the Library, 
it should be ordered at least six weeks in advance. These deadlines 
are important since time is needed to" search for books not in the stacks, 
recall books from borrowers, order }>ooks , process materials for use, and 
organize the necessary reserve files. * 

Books and bound volumes qf periodicafs^ frbm the general stacks and govern- 
ment documents may be placed on reserve in the Reserve Book Room. Personal 
materials may also be placed on reserve. Reference bodks and current 
# periodicals are not placed on reserve. When an, ins tructor anticipates 
heavy use of reference books, he/she should* send a list of those materials 
to the Jtead of the Reference Department. Textbooks are not automatically 
placed on reserve unless specifically requested by the instructor. Copy- 
right law prohibits the phqtoduplica'tion of chapters of books and periodical 
articles in multiple copies x f or reserve use. 

Reserve materials are housed in. closed stacks. Three-ring binders containing 
Faculty Reserve Book Reques'ts filed alphabetically by ins tructox; ' s last name 
provide access to the materials on reserve. These binders are located on 
a table across from the Reserve Desk. Another file of Reserve Book Requests 
f^led alphabetically by 'course title and two card files — a title fjile and 
a shelflist — are also available for consultation by inquiring at the Reserve 1 
Desk. ' " ft . 

The Learning Resources and Curriculum Department maintains „ the Library-s 
Reserve collection of audiovisual materials. Instructors may place~~iibrary- 
owne^i d£ personal copies of taped class lectures color slid'e modules, 
vijdeocasse ttes , audiocassettes , and other dtadiovisual materials on reserve 
fojr the use of their students. . These reserves are for room usfe only and 
may be previewed in the Multi-Media Room (Room 217). Faculty members 
wishing to place audiovisual materials on reserve should contact the. 
Learning Resources and Curriculum Dep^tnient . * . 
\ 



Reference Services 

The main Reference Desk on the first flcjor provides general and specialized 



reference service to faculty members and students. The librarians at this 
desk assist users in the interpretation of the card catalog and other 
bibliographical tools, such as indexes and abstracts; in* the location and 
use of materials in the general and reference collections; and in making 
the* most efficient use of the resources of the Library. Reference assistance 

*~is afso available in the following departments: Learning Resources and 
Curriculum, on the second floor; Government Documents and Maps , on the third 
floor; and Special Collections and University Archives, on the fourth floor. 
Staff members in these areas provide personal assistance in the use of' 

'•their faci lities and collections . * 

Reference librarians are prepared to render the following services: 

questions 

- Answering reference and research questions 
Providing reader's advisory service - • 

- Assisting faculty members with library assignments, including "Tnfeadii^g 
li^ts for courses . 0 <■ 

- Preparing bibliographic guides or pathfinders for use in faculty and * 
student research projects 

- Supplying information on the Library collection's strengths and 
weaknesses „ » - . • 

- Scheduling* individual consultations to faculty arid students involved 
in research* . 4 , 1* \ 

0 A service that can- be of special value to faculty members is assistance* 
with bibliographical problems. Librarians, who h^ve specialized training 
in bibliography , are familiar with various types of publications and are ^ 
constantly. %urvey^ng information about newly published materials* 

The reference staff is eager to coordinate i»ts services w^ith the instructional* 
program, of the University arid tO'provide m^^erials and services to assist 
^faculty and students t in implementing and supplementing classroom instruction. 
In providing reference assistance, librarians need to be kept informed of 
course reading assignments in order to assist} students .more e.f f ectively .^^^^^ 
T?o§ this reason, faculty members are 'encouraged to prqvjji£^£he main 
Reference Department, or, other appropriate department, with ^op.ies of y 
reading' assignments each- quarter . Other reference services provided by the 
professional staff* are discussed in the following" sections . 

Instruction in Tj\rafy Use > ' < 

Many^ students arrive, at Cal Poly unprepared to make. effective use of the 
resources of the Library. They'are unaware 6f the variety of reference 
and other information sources' and are intimidated by the extensive collec- 
tions and retrieval tools available in the Library. ' Librafians share with 
faculty a cpncern fyr developing students \ skills in the usq of information 
sources and have designed a user education program to help students to 
becom& mere effective and independent in th^f use x of »the Library's resources. 
^The Library f *s- instruction program comprises 'the following activities: 

•• 19 ' 



- General orientation tours for new students. These tours are designed 
«tQ familiarize students with the physical layout of the Library and to 
make them aware of the many services available. These tours are offered 

" ; " at the beginning of each qua rter o r ma y— be-^cx^dtrcrtre d at frfre requ est— of — 

% faculty members . 
• * s " ' * & 

Course-related lecture/tours 'conducted at the request of faculty 
metnb&rs . These are tailored to th^ needs of the class 01 . seminar 
groups and include pertinent information sources and search strategies. 

Beginning* library use course, Library 101., » f This is a one-unit cfcurse 
, which is offered in the Fall, Winter, and Spring Quarters. and»"offers * 

ins truction' in the use ofLtfee card catalog, reference bt>oks , periodical 
indexes, government documents, and' other materials. 

- Course on sources of information in major subject fields, Library 301. 

% This is a one-unit course which is usually offered during the Winter . )# 
and Spring Quarters. So far it^ has include^ courses on the literature 
of science, technology and agricQTfcure; business and economics; and 
legal sources. * * 

Senior Project Clinics for students preparing to start work on th.eir 
senior projects. These .clinics include discussion^ 'of sources, search 
strategies, and style manuals for specific subject areas. General 
guidelines on topics selection and senior project preparation are also* 
• covered. \ * ' 

* t 

- Seminars for graduate students. These seminars discuss the more 
specialized sources of information in various * sub ject fields, including 
guides to the literature and data base searches. AlSo covered are 
such topics as review of the literature, documentation in theses and 
copyright protection. k 

Faculty members are encouraged to take advantage of *the course-related * 
lecture/tours and „ are urged ,to advise their students to participate in 
other library instructional activities, including enrollment in Lib.rary 101 
and. Library 301. Clas? orientations can be arranged by calling, th^ 
Coordinator of Library Orientations in th^ Reference Department, extension 2649. 
Requests should be made at least a week in advance to allow librarians time 
to gather the necessary materials and prepare the oral presentations to 
the groups. * 

Each Library department provides orientations to .its collections and 
research, materials . Faculty members may request such ^library instruction 
sessions by contacting the "department concerned. Faculty seminars are 
also arranged on, a regular basis. During these seminars librarians meet 
with faculty members from individual schools to discuss library services, 
bibliographic respurces in their fields, including' computerized .databases , 
and other faculty concerns. Information on these .seminars may be obtained 
by contacting thg Assistant Director responsible for library orientation 
programs, extension 2344. .Other instructional projects involve the integration 
of Library instruction into ongoing academic courses.. Librarians and facult$ 
members have already started to develop this concept in relation to one or 
two courses . - 
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Computerized Literature Searches • -* '> 

■» * * - . 

Computerized literature searches are* undertaken through the online. 
< services provide&^b^ DIALOG and-MEDLlNE"! Many of^the data bases in 1:hese- ^~ 
s©rvipes are computer-readable equivalents* of "indexing- and .abstracting^ 
publications avai]Sable in printed form in the Library;. Besides saving , 
time, computer searching has .several .acivaij^ages over manual searching, ^ 
including the fact that it allows tKe "linking or coordination of subject 
terms thus, enabling the searcher to- narrow the scope o*f the search and 
' increase the relevance of the end result. The end result of a search is 

a bibliography with citations and sometimes abstracts on the subject(s) * . <*• 
jqueried. In addition, online searching is more thorough "and current since 
many indexing 'and abstracting services are ravailable in machine-readable . 
f ormv-seveVai weeks before publication . ■ The bib^iogr^>hy or/list of references 
generated by the CQmputer can be printed online or offline.* Because of the 
high cost of computer connect time, it is preferable to have the bibliography 
printed offline. There is usually /a three- to $our<f-day waiirmg peri.6d 
-between the time the computer search is made and the receipt. of the offline 
printed "bibliography. * • *' a S 

Computer searches are' done by v librariatis. who are trained * in computer searching 
- techniques and are familiar with the printed equivalents fcf^the data bases. 
A faculty member interested in a .computer search should obtain a Cptriputer- 
Biased ^earch Request .Form from the Automated Retrieval, and tnterlibrary Loan* 
Department on" the first flcfoi* of the Library (see Appendix D) . The name 
of the searched librarian will'be given* tp him/her at 'that time. .This 
librarian will help fill out the request *form and will \inciertake the search. 

The cost of computerized searches is. based on actual online computer time, 
including telecommunication costs,. and the cost of offline printing. Rates 
depend on the .data base used, and except for a few' special purpose files, - 
Xhe rates range from $25 to $300 per hour. In addition, to the direct * 
costs of a search, individuals not identified with the University must pay 
an additional service charge. A faculty member-may obtain; approval from 
his/her department head to charge the direct costs of his /her - search t'o the 
department.- In such cases, the ^^arch request form must* indicate the maximum 
charges 'allowed, by ttfe departmencand the "-department \s . account number. The 
department head 1 must^ authorize the search with his signature. Searches 
may also be charged to research grant funds, if appropriate. 

Tnterlibrary Loans * ' ' . " , ^ x 

-TheUn^er library Loan service m4k.es possible fftr the Library to obtain 
Materials not available in its collections 'for' the us,e of # b9th faculty and 
students engaged in research .and ^erious study. _ Ma£erials available through 
interlibrary loan include books, periodical articles, government documents, . 
master's theses, and some microforms. ,The Library cannot' bprrow materials^ 
already in its collections, even when they 'ate unbailable because they ar^ , 
checked out or are temporarily off 'the shelves. As a ( rule, libraries do 
not lendL inexpensive items that can be easily purchase^, books in print", rare 
~and' # .costly materials, doctoral dissertations, genealogical Materials , reference 
. works;and materials on reserve. Journal articles are Osually-'supplied as / * 
photocopies Most books are loaned for two weeks., 
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Instructor's Nalne 



Cour.se Number 



.Con^d page 



Call Number — Au £hor 



Titl e 



^Copies 



71 



T7 - 
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C^j. iyi.^University Library 
A-,t ^lated .Retrieval Service 

COMPUTERISED SEARCH REQUEST P0R£1 



GENERAL INPORMATIO. 



Nam'e : 



' " (last) s ' \ ( t ; est) 



Address: 



•middle initial) 



Telephone:. 



Hours: 



Department or^majQr:_ 
Facult y Staff 
Social Security tunle 



-Graduate 



Uidergradfuate. 



Meu user 



Repeats? urfer_ 



> 



SEARCH TOPIC: Describe -your question i*i detail. Underl; i ^y.ev words and define any &rnss 
that have special meaning to, the tiftpic. Attach an adaitioral dieet iV'riorp ^pace L*. 
n^fided, . . ) 

SAMITE QUERY- STATEMENT - I* need to -kno* about the honeyter dance language ;onuovfr^ * 
- with research papers written to support or. dispute th* 1 w^r, Karl vor FV^i^h . So.ue 
research tenr.j ogp honeybee behavior , commurdcaticn . forarlrir . ori er.tatl jr. , ^i*J hati ts . 



O 

a 



List printed bibliographies, abstracts and inq^xes you have aires a v .jear^hea. 



Please state the purppse of the, search (i,fc. T thesl;;, senior project? "'Coetr^,, eti. .) 



LAKGUACE- RESTRICTIONS: 

( ) None ' 
- ( )- Encash-only 

( ) Other 



DATE RESTRICTIONS: 
( ) Ho he 1 

( ) l_v to OP.t^' 

( ) _ t, _ 



to 



COST LIMITATION: ( ) Subsidy o'riLy. (. ) I -oil pay JL 



o' n \/«nev. 



Requests for inter liJbrary loan$ must be submitted on Interlibrary Loan 
Request forms (one for^ books and one for periodicals) ' provided by the' 
Automated Retrieval and Interlibrary Loan Department (see Appendices E, F) . 



in order to expedite the service, complete and accurate bib liographic 
information must be provided, including the source of^the citation. The 
copyright disclaimer on the reverse of the form must ^lso be signed (see. 
Appendix G) . * * ' 

An interlibrary loan may take from ten days to several weeks, depending on 
the accuracy of the bibliographical information on the requ'est form (i!t, 
has to be verified), the response of the lending library, ^nd delivery time. 
Faculty members are notified by mail or telephone as soon as the requested 
booj^s or hard copies of materials are received. Photocopies of articles 
ate mailed to the requestor as sqor as they are received. - » 

'* ■ . 1 * 

Interlibrary loan materials "should be t returned to the q^f ice of the Automated 
Retrieval and Inter library Loan Department Monday through Friday from 4 7:30 a.m 
to 5 p.m. After 5 p.m., and on weekends, t^iey .should be Returned to £he 
Reference Department on" the, first floor'. .Faculty members are requested 
not to retwrn interlibrary loan 'materials via campus mail £>r book drops. 

< S " ' 

K Audiovisual Services . - - 

V- 

Faculty members- and students may take advantage of the Audiovisual Viewing 
and Listening Center located in the Learning Resources and Curriculum 
Department of the Library. Th,e. distribution center may be used for^pre-' 
viewing videocassettes singly or in small g^pup^s . For largs grqfrps , * 
ttie use &£ the system may b^ reserved by calling t;he Department (extension 
2273) at least three days in advance of the intended screening in order to 
jallow time to reserve a room. The title of the filmland the size of 
the group must be indicated at the' same time. ^Small groups may^e^'accommo- 
dated'at any time during regular library hours~. The Library has the capability 
to project both 3/4" U-Jtetic or VHS formats. ^ * 



The Learning Resources and Curriculum Department h#s available a variety >* n 
of audiovisual equipment and software for. instructional purposes! FiTty 7' 
LEM^study carrels provide modern^and varied previewing facilities. 

Copying Facilities «■ 

Coin-operatech photocopy machines are available on all floors of the Library. 
A Xerox 4000 copier , located inrRbom 311, i,s dedicated to )f acuity use but, 
faculty membe^Mnust bring an au^ditron device from tJ^eir departments in 
order to use it. Coin-operated reader-printers are available in the Micro- 
form Room (Room 111C) for the reproduction of materials from microfilm 
and microficfee. A high speed cassette duplicator is available in' the 
Learning Resources and Curriculum Department for *the duplication of Library- 
owned c4§settes. Change machines are available on^ the 'first floor lobby *and 
tigRgserve , Boole Room. 




RELATED ACTIVITIES, C 
Library Publications 



J 



The Library puts out several publications iriten<jfed to keep users informed 
of its holdings, facilities , ^and services! 

Library Information Guides . #r 

The Library Information Guides which are located on the lobbies of the first 
and second floors, describe a variety of library services and collections. 
General information guides , .include basiq Library ^information, as contained 
in the General Information G?uide, the Floor Plan Guide, and the guides to 
the*cafd*catalog and the Library of Congress Classification. System . 

-Departmental Guides are available i or individual public service departments, 
such as Automated Retrieval a*id Inter library Loan , Government Documents and 
Maps/ Learning Resources atjS Curriculum,* Reference, arid Special Collections 
and University Archives. Subject Guides include basic^ sources on specific v 
subjects and are available in such subjects as art, biology, chemistry, edu- 
cation, engineering, ornamental horticulture, architecture, political 
science /graphic communications, law,, and psychology. Guides to different 
types of published materials are *lso available^ including guides on indexes 

*and abstracts,^ encyclopedias and handbooks, periodicals, newspapers, maps, 
microforms, etc. Guides -to specific collections include guides to the 
Human Relations Area Files / Microbook Library of* American Civilizations, - 



and Newsbank. 
Biblibgraphy Series ' ' \ 

The following bibliographies haverbeen published ^this numbered seties: 

' Collective Bargaining . 
2. tSex Stereotyping in Children's Literature; » 
V3./ The Presidency o$ Andrew Jackson, 182&-1841 



4. CaJ.1 for a Constitutional. Convention 

5. Vitamin C» - m - 'X~ > , ^ 
4 6. Stress * . 4? . 



Library Update ; , 

— • - 

. this news bulletin is 'intfencfed to keep faculty members and administra tors- 
informed of new Library developments, resources, services and programs. 

1 It is^published in October, February 'and April, 

Other Publications 5 



* ' / ^ Handbooks of various kinds^are also occasionally published by the Library. 

' The following two 'recenyublicat ions, are available at the El Corral Bookstore: 

Basic Library Information Services and Strategies /' (Handbook for 

Library 101) r - • - 

• * « 

Literature Searching in Science, Technology and Agriculture ., " (Handbook 
y for Library 301) • , •' ■•,.„•.' . " ~> 
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Some Library Departments -put out lists -off materials and oth'er special 
leaflets to alert users to,their unique collections and how ta use them. 



^ — Lib r ary Associates 

t « * > . — 

The Library Associates is an organization of campus and community friends 
of the Cal .PolV Library founded* two years ago and -presently comprising 
^over two hundred memb'ers . « The main purpose of the Associates is to promote 
the growth and development 'of the University Library and^stimulate interest 
in the "enrichment and use of its collections.' 

Tl\e Associates sponsors talks on book collecting, fine printing, San Luis 
•Obispo history, and other book-related topics ; exhibitions; banquets with 
keynote speakers; and book sales . Money generated from fund-raising efforts 
like the^ booksale. have been used' to purchase materjpb.ls. for the Library, such 
as the Wreden Collectij|i of Slan Luis Obispo County history and the drawing 
table that once belonged to^Calirernia architect Julia Morgan. Membership 
is open to. ill, including University faculty^ staff, students, and members, * 
of the community. Annual dues start at $15. Information about membership f - 
categories and dues may be obtained by calling 546-2305." 

Books at High Noon * 

Books at High Noon is an outreach program of .the Cal' P.oly. Library and is 
conducted in cooperation -with the University faculty and Staff. The main 
purpose of the program is to publicize books and cremate «an awafteftess of 
the collections in the^fribrary. ^ / 

With the exceptipn of the Summer Quarter, the Library sponsors 9ix programs 
each quarter which are held'on Tuesday during *the noon hoor at. the Staff 
Dining Room. A book' review of a notable boofc *is £iven by a faculty or * ^. 
staff member or a dis tinguishagLvisitor . 



Book Request Form 



' AUTHOR, SURNAME FIRST 



•CD * SMITH, ROBERT J 



TITLE, EDITION, VO UNO., NO OF VOLS ' 

" - (2) HISTORY OF OLD CALIFORNIA. REV ED. VOL 1 



PUBLISHER, ADDRESS 



(3) • SCRIBNER 



ISBN NUMBER (4) 

0-387-90532-4 


LC CARD NUMBER • 

(5) 79-42615 


PUB DATE 

(6) 1978 


NO COPIES 

(7) 1 


LIST PRICE 

(8)-29.95 


REQUESTOR-DEPARTMENT 

'(9) Stone--SdcS 


SOURCE/NOTES 

(10) PUB FLYER 


MESSAGES 


P.O. NUMBER 


DATE 


VENDOR 

1> 


FUND NO 


REQ RECEIVED 



(1) Author 1 s full name, last name first . 

v- '— — 

(2) Complete title of book. Edition other thari first. Volume number or 
number of volumes. 

(3) Publisher. Include address of obscure publishers, if known. 

(4) ISBN|number ,' if known. " 

(5) ^ LiBfc^ry of .Congress card number, if known. * 

(6) Publication date. - 

(7) Number* of copies . needed (multiple copies-subject to Library approval) 

(8) List jr ice. ' * . ; V 

(>9) -Requestor's name — department. • • 

(1,0) Soured of information when not submitted with the order request form 
and miscellaneous notes. Additional space located at the lower right 
corner on reverse of card. ' • 
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APPENDIX B 



Periodical/Serial Request Form > 

Cal Poly Library - Periodical/ Serial Subscription Request 



Ti ti e (1) JOURNAL OF ACCOUNTANCY 



PubiiS' ?r (2) AMERICAN INSTITUTE OF CPA'S 
'vCrUrec (3) 1211 AVE. OF ' THE AMERICAS 



Requested - Dat e (4) 8-31-81 

Requesto r (5) ZEN I TRAM 

Dept. 



(6) ACCOUNTING 



NEW YORK, N.Y. 10036 



Frequenc y (7) MONTHLY 



Cost (8) $15.00 



Value of this title to your Dept. /courses of instruction: (9) 

Of value to beginning and intermediate courses in accounting. Will be assigned 
' reading to students in ACTG. 131, 132, 221, 222, 321, 322. 

* 

O^her periodicals/serials in library collection covering this field: (10) 
ACCOUNTANT'S DIGEST, ACCOUNTING REVIEW * 

PLi^SE ATTACH A SAMPLE COPY TO THIS REQUEST IF AVAILABLE. A SAMPLE CCFi OF THE REQUESTED 
PERIODICAL IS NECESSARY BEFORE THE TITLE CAN BE CONSIDERED. 



Approval required oy the following: 

Requ e s tor : (11) _^ «_ 

Dept. (12) accounting dfpartmfmt ' -dept. Head:JJ4}_ 



Dept. Library Repres. : (13) 



(1) Title of periodical or serial 

(2) Publisher 

(3) ,^ddress of publisher 

(4) Date request was submitted 

(5) Requestor's name 

(6) Department 

(7) frequency of publication 

(8) Subscription cost 

s 

(9) Justification 



(10) Titles of other periodicals and 
serials on subject in Libraty 

(11) Signature of requestor 

(12) Department 

V 

(13) Signature of ^Departmental Library 
Representative 

(14) Signature of Department Head 



EMC 
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APPENDIX C 



v.... 



KENNEDY LIBRARY 
CALIFORNIA POLYTECHNIC STATE UNIVERSITY 

V 

- RESERVE BOOK-£EQUESI 



Date 



Quarter 



'Instructor's Name 



; r .Department 



Course Prefix, Number and Title " Expected Class Sise 

INSTRUCTIONS": v - 

1. A separate- sheet is needed for \ach course, unless the same list 
applies to more than one course. 

2. Gall numbers are ne'cessary Preserve library copies. Submit books 
i when av&ilable with this form to expedite processing. 

3. Personal copies may also be placed on RESERVE. 

Allow two weeks processing period or confer with RESERVE £taff . 
5. Please return completed list and items to: 

RESERVE SECTION,* Room 11^f (exti 2*f15)* 



The LOAN PERIOD for students should be: Two-hours: 



OR Two-day 



SHOULD THESE IT^MS BE REMOVED/RETURNED ,JTER THIS QUARTER „ ENDS? yes Q 
Otherwise, RESERVE will retaiji the current list and material until notified. 





Call Number r.uthor 


Title 


Copies 



4- 



29 



PAYMENT: 

I plan to pay Yyy: 



.cash 



check 



.grant 



jiepartmental charge.. 



• j 

For departmental charge: Total charges to department not to exceed:, 
Dept. account # 



Dept. Head Approval. 



( signature) 

AUTHORIZATION. FOR SEARCH: , ^ J> . " 

I hereby authorize the University Library^ to^perform on-line search(es) specified on ' * 
this form, and agree to pay the charges incurrfedfor computer time, telecommunications, 
printing, and service fee (if applicable), 

, 4 (Signature) ^ 



JPREVTERMlNAL: 

Interview: % Date' 
Search preparation: Date. 



FOR LIBRARY USE ONLY 



Time spent. 
Time spent. 
TOTAL ' 



_j( minutes) 
^(minutes) 
j( minute s) 0 



AT TERMINAL: 

Date_ 

Date 



Time on_ 
Time on. 



\ 

* 

* line off. 

Time offj 

TOTAL. 

Telephone charges. 



a (minutes) 



POST TERMINAL: 



• TOTAL. 



Database(s) * 














Offline citations 














Print costs 


/ 

. / 


N 










Connect costs 












} 


Total costs per base 















'Total .patron search cost: 
Subsidy, if applicable: 
Off-r'ampus user fee: 
TOTAL 'COST TO PATRON: 



"XT 



COMMENTS: 



9 

ERLC 



er's Name, 



30 



: . . -23a- 



Nomber of searches. 



Seauence number,. 



-APPENDIX-E- 



(Please Print) 
Book or Thesis 



Author^ 
Title 



r 



Interlibrary Loan Request 
(Book or Thesj^) 



, c Cal 'Poly Library * 
INTERLIBRARY LOAN REQUEST 



'Date . 



Book* Publisher 



Thesis: University 



Title mentioned in 



RLace 



Degree_ 



_Date_ 

Date 



Your *Name_ 
Address' 



(RLease give author, title, volume, year, abstract #, etc.) 
Department Phone 



Heme phone_ 



Status: * Faculty Graduate H ide r graduate J Other _____ 

Cannot use after ' (Requests are filled as soon as possible.) 

(date J ; ^ZZL- ===saMCMMa = 



F3B LIBBART USE: SLO BI P . N UC Other_ 

Verified i n 

Locations . 



LCCN 



(Over) 



U / F G U LS o/~CSUC UC CSL LN. OS 00/ OI^MO/MPTGR 0 



31 



APPENDIX F 



igteriibrary Loan Request 
(Periodical or Serial) 



(PleasefPrint). N 
Periodical or Serial 
Periodical Title 



Cal'Poly Library 
INTERLIBRARY LOAN REQUEST 



Date 



Volume 



No. 



A Page^ 



Author of article^ 
Title of article 



Date 



Article mentioned in 



Your Name_ 
Address 



(Please give author, title, volume,/ year, page, ^bstra^ct # f el'*.) 



Department 



Phone 



^ Home Phone_ 



St atus : Facult y G raduat e , „ Unde r gr aduate^ 
Cannot use after 



iher 



(Requests are filled as soon as possible.) 



* FOR LIBRARY USE: SLO * U IRICH S U LS/NST CSUC_ 

Abstracts searched 



UCULS 



OCLC fe 



Verified in_ 
N Locations 



(Over) U / F G U LS 0/ CSUC UC CSL' LN OS t OC/ P M 0/*M F'T G R 0 



A 
l 

( 
i 

r 
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APPENDIX G. ' . 



WARNINGnDDNCERNING COPYRIGHT RESTRICTIONS ^vt 



1 



WARNING CONCERNING COPYRIGHT RESTRICTIONS 

* • * 

The copyright law of the United States (Title 17, United States Code) 
governs the making of "photocopies or other reproductions o^copyrighted ^ 
material #■ * 

Under cert.ain condition^ specified in the law, libraries and archives 
are authorized to furnish a photocopy or other reproduction. \dne of these 
specified conditions is that the photocopy or reproduction is hot to be «, 
**used^£or arty purpose other than private study, scholarship, or research." . 
If abuser makes a request for, or Iktef uses, a photocopy or reproduction 

,for purposes in excess of "fair use, 1 ? that user may b^ liable for 'copyright — 

. infringement • ' , • 

This institutidn reserves the right to refuse to accept a copying • order 
if, in its judgment, fulfillment ;zrf the order yould involve violation of 
, copyright law. * -* 




Date 



Signature 

* * 

\ 



9 . • 
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APPENDIX H 

- ' — - Senior Projects » 

y 

In June/, 1981, President Wa^^n J. Baker, with the endorsement of the 
Academic Council, approved the following addition to the Campus Adminis - ^ 
trative Manual 412 :' ^ 

412 .4 Library Copy 

A. One % copy-of each Senior Proj'ect^will be sent by .the Academic 
Department to the University Library where it will be copied 
on microfiche. A microfiche copy of the project will 
become part* of the Library's collection where it will be 
available for public use. * One copy of each microfiche 
project will also be deposited in the University Archives. 

B. ,Each student is required to pay a fee for copying his/her 

Senior Project on microfiche. a 

C. After being copied on microfiche, the original project will 
be returned to the academic department of its origin. Non- 
print media (slides, audio/video, tapes), however, comprising 
all or part of a project will be permanently retained in the 
Library collection. . % 

D. All projects submitted to the. Library will follow a standardized 
format for title page, approval page, and abstract. Details ? 
of this format are feuod in 'STANDARDS AND PROCEDURES FOR 
SUBMITTING SENIOR PROJECTS TO THE LIBRARY, available from the 

•University Archives in the Library. 



The attached STANDARDS AND PROCEDURES FOR SUBMITTING SENIOR PROJECTS TO < 
THE LIBRARY are in compliance with the* above CAM statement-. These ~ 
procedures supersede all previously issued procedures regarding the sub- 
mission of Senior Projects to 'the Library. Projects received^.n variance 
with the standard format for title pdge and approval page may not be 
accepted. An abstract, although recommended , ^may or may not be included 
in the % Project £t the 'discretion of the* department. 

All questions 'regarding -Senior Projects and the Procedures should be directed 
to the University -Archives — Library, extension 2305. 
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APPENUIX H (2> 



V 



^TEandard s ~arid~Pr ocegur e s'^f or Submi trting- 
Senior Projects to the Lib.rary 1 



STANDARD FORMAT FOR SUBMITTING OF PROJECT 

1. TITLE PAGE: this should "Be the. first page of the Senior Project, and 
•should jLnclude: . © i» 

a.' titlg otf-p*6jetft " . 

'name •"•ofc.'iuthqt or authors * 
<f.[ name of department jlji full 

d. " name" of school v . 

e. date 

*■ ^ 

ndix H ' • ^ 

^ •* <* i 

2. APPROVAL PAGE:"' this. should be separate. from , and fallow, the title 
page. No grade or faculty comments should appear -on this page or 
anywhere~^n the project. . The approval page must be signed by the faculty 
advisor. The department hjad J.s signature ma£ or may'ntft be^ required by 
the Department. See Appendix H (5). ' * \ 




5. 



^ BINDING : project should, NOT be placed in a binder bat should be submitted 
unbound, as loose pages. - * \ • 

PAGE"SIZE: 8V x lT M ";is -preferred ; however, diagrams up,to*ll"*x 17 n 
§hould be placet! at the end of -the project, where they will be .specially 
processed and microfiched.' * 

NON-PRINT MATERIALS^ .photographs pasted on pages .can he microfiched 
w:.th no problem, but will appear in black and white on the microfi<$£. tf 
Slides, cajssettes, videotapes , and nther non-sprint formats will be. 
><^atal9ged and placed ii* the Learning Resources and Curriculum Department 
-of the Library* These cannot be retuyied. • 

ORIGINAL *0R PHOTOCOPY? : -—the original is preferred for clarity of 
microfiching, a clear ghotoc?opy , v however, is acceptable.' ' . ^ 



APPENDIX H .(3) ' ' > 9 „ 

! *- f — - SubmittTng - Sehiorr Project tcrLibrary 

: z 1 ; &' 

1. .CASHIER'S RECEIPT': ^student goes to. the cashier's window at 131E t * 
* Administration fiuilding* and pays the microfiche fee*. He/she clips the ^ - 

whi£e)cop'y of *the' Q^shi^r ! s receipt to the Senior Project. 

2. SENIOR PROJECT REQUIREMEN^^pRM: student 'obtains this form from the 
department office. He/she / types the required ^information on/ the form 
and attaches the form to tfrefr.Seniar Project (see Appendix H (6). W 

3. « SIGNATURES: student requests faeulty advisor to sign: 

f$ • • «» 

a. Senior Project Requirement form * ^ , . \ * * 

b: approval page 

4. DELIVERY TO DEPARTMENT OFFICE: student o^advisor delivers to Department: 

a. Senior Project 

b. Cashier ! s -Receipt (white copy) 

c. oSenior Project Requirement form 

5. DELIVERY TO LIBRARY: the department sends^the project to the Library. 
* The project', cashier's receipt, and • the library copies of. the Senior 

Project Requirement form should be placed 'in a plain manila envelope, 
10" x 12",' and addressed:' LIBRARY-SENIOR PROJECT. 

6. RETURN OF JTHE PROJECT: 'the library returns the project;- to the Department 
approximately weight weeks after its receipt from the. Department „ Non- . 
print materials are kept in tfhe Library. The; Project on microfiche is 
cataloged and kept in the* Reserve *^mTo£ thj» Library for public use, 



If you have any questions you Should call the University Archives at 
extension 2305» for assistance. . . 



/ S AMPLE 



' CHARACTERISTICS OF FIRE-INDUCED PLANTS 
~~ AS STUDIED ON THE CACHUMA BURN 
'by 

Karen Doe 'i 

% 

/ 



.Natural Resources Management Department 
Calif.ornia Polytechnic State University 



APPENDIX H (5) ° 



/ . * STHTXF 



APPROVAL PAGE 



/ 

TITLE : Characteristics of Fire-Induced Plants as Studied on the 

Cachuma Burn 



AUTHOR . : Karen Doe 
DATE SUBMITTED: -June 



1t978 



John Smith 



Senior Project Advisor 



Signature 



Robert Johnson 



Department Head 



Signature 



-pi- 



CALIFORNIA POLYTECHNIC STATE UNIVERSITY 

SAN LUIS OftSPQ CA . 93407 

7 — ^^-^^itior-Ett^ectRequiremeiit Form 



INSTRUCTIONS . * * 

1. Please type. • 

2. List all student authors of project. % * 

3. Give full name of department and major. ° * 

4. Obtain apppevahlignature of Senior Project Advisor. 

5. Copies of this form to be distributed by the department .officers follows; White, blue, green, Libraty; 
* Yellow, Faculty Advisor; Pink. Department Head; Gold, Student. 

6. Attach cashier's receipt to white, blue, .and green, and send in Manila envelope to: 

I Jbvary- Senior Project v. ' 



Student. (s) Name (s) 



Depaitmeiu 



Last 



Fin>t 



0*h) 



t 



Maj< 



Seiyctr Project Title 



No\ o.l Pages 



060, 



SENIOR PROJECT ADVISOR APPROVAL 



The attached Sftuuor Project has been reviewed by me and, meets the* requirements csta 
by the department* All required signatures appear un the approved cop\ . The ^rJiicTs 
receipt for the microfiche fee is attached. 

* Senior 'Project Advisor: 



:stafmshec 



TypVB 


Name 


, «_ Signature 


__£ — - — . ■ 


Date • 


\ • 


FOR LIBRARY USE ONLY*' . 
' TYPE Ne> r N „ Revision - R 


Deletion - D 




» 




Call No/ 


: \ 


Type Date 


Collation 








010 


♦ 

» 








^ ' Note* Area 


050 








• 


Empty Fiqld 


* 070+ 








<S> 




• 




k^— 




. 6/81 




* - » < 


• 


















j 1 



/ 



0 



• 4 



ERJC 



APPENDIX I 



- ' Library 



Diregj^ry 



v. 



Abstracts and Indexes 
Acquisitions and Collection 

Development Department 
Archived 

Audiovisual Materials 

Automated Retrieval and 
Interlibrary Loan 

Books ffc High Noon - ^ 

Books qn Approval 

Browsing Collection (Books) 

Brows ing^ol lection (Periodicals 
and Newspaper's) 

Card Catalog 
. Cataloging Department 

Circulation Desk 

Computer Terminals 
"Computerized Literature Searches 
♦CuTrent Periodicals $ 

Faculty Heading Room 

Government Dc>cum£n4^ and o> 
Maps Department • * 

Group Study Rooms - 



Indexes and (Abstracts 
.Information Desk 
Instructional Materials' jy J 

Display Center 
tnterlibrary Loan 
Learning Resources and * 

curriculum Department ^ r * 
Library Administration" * 

■Director* , ■ \\ ' 4 

Assistant Di^ptors 
Library Associates 
Library .Orientations , Coordinator 
Library* Publications ' 
Loa-n Service^ Department ^ 
McNaughton *$&1 lec t ion 
Main Card Catalpg 
rfaps " - ~ 
Microforms Room (Government 

-Documents) M ^ *■ 

^licrpforms ISgpm (Referenced 
Multi-Media Raonr 

. ^^M- 



Room No. 

- in 

' 105 „ 
409 
216 s 

112 

-204 ^ 
105 ' 
Third Floor 

Second Floor; 
Main J^obby 
103 

< • 101 
114 
112 

209 * . ■ 
510 

i -■ 

• „ . 312 
205, 206, 208 
301, 302,, 303 
410, 411, 412/413 
111. 
Main Lobby 

216 . '•' 
112 ., 

216 , - 
204"' 
20VA, 
204B, 204C 
409b 
111 
204 
101 

Third Floor 
Main l^obby 
" . 312 

314 

*' 111C 

*• 217 . - 



Telephone 
Extension No , 

2649 

2250 
2305 
2273 . 

1222 
2344 
■~*2250. 



2389 
2029 

1222 
.2276 



1364 



2649 



2273 
1222 

2273 
2344 
2344 
2344 
2305 
2649 
2344 
2029 



1364 . 

1364 
2649 
2273 , 



'4t 
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APPENDIX I {2\ - 
,New Books* 

Norman D. Alexander Memorial 

Reading Room t 
Order Section - ^ 
Periodicals,, Current 
Photoduplication: Equipment 

Quiet Study Roqi^ 
Reference De'partmer*t 
Reserve Book . Room 
Serials Section* 
SpeciaTXJollections and ' 

Archives Department 
Typing Rooms 



Third Floor 




409 ' 




105 








ll3, 114D X ." 




1 311, 408, 




! 401- 




111 




• - m 




104 

• 




409 




hid; 304, 501 



FIRST FLOOR 



Microforms 

111c 



Reference 

111 



| 114P| 



Reference 
Offices 



fa. 



Reserve 

114C 



i 



114 



Collection Index 



& Automated Retrieval 

Ilnterlibrary Loan I 
. — 112—* 




Serials and Bindepy 

104 



Acquisitions Collection Development 

105 



Order Section 



Cataloging 

103 



SECOND FLOOR 




-m 



THIRt) FLOOR 



Documents and Maps 

312 



a 



s 

o 
U 

00 

.5 

'5 

5 
o 



Stack* G-PM 




Group Study ] Typing I 

302-303 | 3 04 | 

— — L 



Stairs 



Group 
Study 

301 




~ FOURTH FLOOR 



Special Collections- 
University Archives 

409 



Stacks PN-R 






• 


V 


•* 




• 

Reading Te 


« 




Stairs 


1 Group Study 

1 410-410 



stacks PN-R 
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Stacks G-PM 




Stacks PN-R 



